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RD I nstruction 2033-C

PART 2033 - RECCRDS
Subpart C - Managenent of National Ofice Records
§2033. 101 Purpose.

This Instruction prescribes the policies and nethods for the managenent
of Rural Devel opnent, formerly Farnmers Honme Adm nistration (FnHA), National
Ofice records. This Instruction DCES NOI' PROVI DE FCR t he nmai nt enance of
O ficial Personnel and Enpl oyee Perfornance fol ders. These folders are
subject to Ofice of Personnel Managenent regul ations and will be the
responsibility of the Assistant Adm nistrator for Hunman Resources (AAHR).
§2033. 102 [Reserved]

§2033.103 Authorities and responsibilities

(a) Support Services Dvision (SSD), CGeneral Services Branch (GSB)
Authority and primary responsibility for adm nistering the National

O fice records programare vested in the SSD, GSB. Annual ly, GSB
personnel will evaluate the application and effectiveness of the
National Ofice Central Files Systemto determ ne conpliance with the
di sposition of record and nonrecord material contained in this

I nstruction.

(b) GCentral Files Unit (CFU) . The CFU is responsible for the
servicing, disposition, and/or transfer of records to the Federal
Records Center (FRC)/National Archives and Records Adm nistrati on (NARA)
for future disposition or archiving for historical purposes. The CFU
Team Leader is responsible for training the CFU staff and for a
continuing review of National Ofice records. The CFU Team Leader has
the responsibility for assigning the maintenance, servicing, and

di sposition functions of the various record segnments to individual CFU
enpl oyees. The CFU Team Leader wi |l keep the Records O ficer informed
of any major problens encountered and recomrend necessary changes in

pol i cy.
(c) Qher offices. Oficial records that are tenporarily naintained in
offices other than the CFU, as shown in the National Ofice Records
Manual , are the responsibility of the Dvision or Staff until sent to
the CFU.

D STRIBUTION: Win Washi ngton, DC only Adm ni strative Services

Recor ds
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RD I nstruction 2033-C

§2033.104 Definitions.
The followi ng definitions apply to terns used in this Instruction:

Active records . Records used at |east once a year

Agency di sposal schedules . D sposal schedul es devel oped by Rura

Devel opnent to provide disposition authority when certain records are
not covered by existing General Records Schedul es (GRS) or existing GRS
do not adequately neet Agency needs.

Appli cant/borrower case files . These files contain correspondence and
docunent s concerni ng Rural Devel oprment borrowers, applicants, and/or

i ndi vi dual s and associ ati ons expressing interest in obtaining Rura

Devel opnent | oan or grant assistance.

Association. As used in this Instruction, "association" includes
associ ati ons, organi zations, cooperatives, or other groups not eligible
as an individual for Rural Devel opnent assistance. "Association" also

i ncludes Milti-Fam |y Housi ng and Busi ness and | ndustrial Loan borrowers
to whom | oans and grants are made or guaranteed by Rural Devel oprent.

Bl ock. Cne or nore chronol ogi cal segnents of cutoff, or closed, records
that are in the same series and are dealt with as a unit for disposition
pur poses.

Charge out . Form RD 2033-3, "Correspondence Charge and Routing Slip,"
will replace material renoved froma file; FormRD 2033-2, "Qut-Card,"
will replace the conplete fol der

O assification system. This systemorganizes record filing and shows
how to | ocate themafter they have been filed. Each docunent is
classified by the subject to which it relates, based on the 1900 and
2000 Series Table of Contents.

Di sposal authority . Legal approval enpowering an Agency to transfer
per manent records to the NARA or carry-out the disposal of tenporary
records.

El ectronic records . Any record that is created, used, maintained,

transmtted, and disposed of in electronic form These records may be
stored in fixed or renovabl e media such as PC hard di sk, floppy

di skettes, CD-ROMs, optional disks, or nagnetic tapes. Ofices may or
may not have nonrecord paper copies of electronic records. E ectronic
records are also referred to as nachi ne-readabl e records because they

requi re nmachi ne processing for conversion to human-readabl e form
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§2033. 104 (Con.)

Essential Rural Devel opnent records . Designated files or docunents
requiring special protective neasures in the event of fire, flood,
tornado, civil disorder, or other disruptive energency situation

Federal Records Center (FRC) . A lowcost storage facility maintained by
NARA for the storage and servicing of inactive records of Federal
agenci es.

File break/File cutoff . Breaking or ending files at regular intervals
usually at the close of a fiscal or calendar year, to permt their

di sposal or transfer in conplete blocks and, for correspondence fil es,
to permt the establishment of new files.

Ceneral Records Schedules (GRS) . Records retention and di sposa
schedul es devel oped and i ssued by NARA to provide disposition authority
for records common to all Federal agenci es.

I nactive records . Records that are no longer required in the day-to-day
operations of the office and therefore nay be sent to inactive storage
or transferred to off site depositories.

Nati onal Archives and Records Admnistration (NARA) . A facility where
per manent records are | ocated after being accessi oned by an archival
agency.

Nonrecord material . Informational type material nade or acquired for

conveni ent reference purposes consisting of reader files; extra copies
of docunents; reference publications in the format of books, panphlets,
and factsheets; commercial advertising nmatter; rough drafts; persona
papers; or any simlar material maintained solely for the user’s
benefit.

Oficial records. Al docunents prepared, received, or processed which
indi cate the policies, procedures, decisions, and transactions of the
National Ofice in its conduct of Rural Devel oprment prograns. The
carbon or duplicate copy is the official file copy of letters witten in
the National Ofice.

perational files. Oficial records of general, admnistrative, and
program functions and reports.
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§2033. 104 (Con.)

Records. Includes all books, papers, maps, photographs, machi ne-
readabl e materials, or other docunmentary naterials, regardl ess of

physi cal formor characteristics, nmade or received by an Agency of the
United States Covernnent under Federal |aw or in connection with the
transacti on of public business and preserved or appropriate for
preservation by that Agency or its legitinate successor as evi dence of
the organi zation, functions, policies, decisions, procedures,
operations, or other activities of the Government or because of the
informati onal value of data in them Library and museum materi al nade
or acquired and preserved solely for reference or exhibition purposes,
extra copi es of docunents preserved only for conveni ence of reference,
and stocks of publications and of processed docunents are not included.

Records disposition . Renoval and destruction as wastepaper or by
shreddi ng, burning, or other suitable disposal nethods of records
exceedi ng established retention periods. (Note: Destruction nethods
must not conprom se the confidentiality of information contained in the
records.)

Records inventory . A count of all official records by cubic feet.

Retention period . The period of tine which nust el apse before records
are destroyed by Rural Devel opnent or FRC, or transferred to the NARA
for historical purposes.

Tenporary folder . A substitute folder placed in the files during the
prol onged absence of a regularly maintained case folder to hold records
accumul ated during the interimperiod. (Note: Tenporary folders shoul d
be frequently reviewed to preclude the | oss or m splacenent of the
official case folder.)

82033.105 Oficial records .

Federal regulations require a record of official business conpl ete enough
to facilitate informed action by Rural Devel opnent enpl oyees, permt auditing
and review, and protect the legal, financial, and other rights of the
Covernnent and of persons directly affected by Rural Devel opnent activities.
Therefore, official records will not be withheld fromthe official files of
the National Ofice. COficial records will be located in the CFU AAHR
office, and in certain other offices that tenporarily retain official records
as shown in the Records Manual .
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(a) Renoval, theft, falsification, nutilation, and destruction of
official records . The renoval or transfer of official records from
Rural Devel opment custody is prohibited, except as provided in this
Instruction. The theft, falsification, nutilation, or destruction of
official records by enployees is punishable under public law Report
the theft of such records or their |oss, damage, or destruction by fire,
water, or vandalismto the Director, SSD, for advice concerning
appropriate action. btain concurrence and approval of both the Freedom
of Information Oficer and the Records Officer, National Ofice, before
transferring records to other CGovernnent agencies, institutions,
corporations, or persons requesting them

(b) Retention and di sposal of official records . The retention and
di sposal requirenents for official records maintained in the CFU are
mandatory and will not be changed wi thout prior approval of the
Director, SSD, AND AN APPRCPRI ATE CHANGE | N THE NATI ONAL OFFI CE RECORDS
MVANUAL .

(c) GConfidential nature of work . Al oral or witten information of a
confidential nature that cones to the know edge of an enpl oyee nust
nei t her be disclosed to nor discussed with any person unl ess the
official duties of such enpl oyee make such information a proper subject
for disclosure or discussion. This includes, but is not limted to

i nformati on obtai ned by enpl oyees concerni ng the personal and financi a
affairs of borrowers and applicants, of fell ow enpl oyees, and of other
persons who may becone involved in the work of this Agency. RD

I nstructions 2015-E and 2018-F prescribe the policy, restrictions, and
requirenents with respect to public access to, use, and availability of
official records.

82033.106 Nonrecord materi al

Accurul ation of nonrecord naterial as defined in 8§2033.104 of this
Instruction nust be held to a mninum Nonrecord material will be kept in the
offices of the users and will be destroyed at their discretion.

82033.107 H ectronic records .

El ectronic records are subject to the sane | aws and regul ati ons as paper
records and will be naintained and di sposed of in accordance with this
Instruction, Departmental Regul ations, and the NARA gui del i nes.

(a) Determning record nmaterial . In determning record material, use
the following criteria:
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(1) Is the record identified in the Agency records di sposa
schedul e or other Agency regul ati ons?

(2) WII the electronic copy serve as the official documentation of
the transaction?

(3) If the answer to either of paragraph (a)(1l) or (2) of this
section is yes, then the record should be properly identified and
mai ntai ned in accordance with this Instruction. It should be

| abeled with the file code, record name, brief description of the
record, date of origination, revision(s), and retention period to
assure easy accessibility for future use of the file.

(b) Indexes. Indexes will also be established in a manner which wll
allowthe ready retrieval of the material whenever necessary throughout
the authorized retention period. The indexes wll include the
fol | ow ng:

(c)

Wl

(1) Nane of organization unit responsible for the data.
(2) The file series.

(3) The time covered by the records.

(4) Nane of the equipnent used to create the record

Nonrecord material associated with electronic records . Quidelines
not be established for the retention of nonrecord nmaterial. This

material will be created solely for the purpose of conveni ence and
reference, and will not be made a part of the official indexes.
Nonrecord material will be disposed of by the user when no | onger needed
for reference purposes. They may include the follow ng types of

i nformati on:

(1) Reading file copies of correspondence.
(2) Tickler, followup, or suspense copi es of correspondence.

(3) ldentical duplicate copies of all docunents maintained in the
sane file.

(4) Extra copies of printed or processed naterials, of which
official copies have been retained for record purposes.
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(5) Superseded rmanual s and ot her directives maintai ned outside the
office that is responsible for retaining them

(6) Materials docunenting such fringe activities of agencies as
enpl oyee welfare activities and charitable fund drives.

(7) Routing slips.

(8) Working papers.

(9) Drafts of reports and correspondence.
(10) Transmttal sheets.

(11) Correspondence and ot her records of short termval ue that,
after action has been conpl eted, have neither evidentiary nor

i nformati onal val ue, such as requests for publication and
communi cations on hotel reservation

(12) Information copies of correspondence and ot her papers on which
no docunented admi nistrative action is taken.

(d) Disposal of electronic records . As with the paper version

el ectronic records nust be disposed of in atinmely manner. Due to the
relative small space required to store electronic records, they are
subject to be held longer than the authorized retention period.

However, because of legal ramfications, records eligible for

di sposition nust be conpletely renmoved fromthe system They are to be
removed or disposed of by erasing or overwiting. (Not merely deleting
the information fromthe system) HE ectronic records MIST not be kept
beyond the aut horized retention periods. Permanent el ectronic records
wi Il be maintained in accordance with the requirements of NARA

regul ations. They will be converted to paper, mcrofilm or other media
approved by the Archivist of the United States for retiring purposes.
Such records, along wth adequate docunentation and adjunct files to
permt access to them wll be transferred to the NARA as soon as
possible after it is determned that their purposes have been served.
For assistance in retiring electronic records contact SSD
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8§2033.108 Procedures for CFU filing system .

Procedures for organizing and servicing the Central Files Systemare
desi gned for conpl eteness and continuity of records, and for expediting
filing, findings, and servicing operations. The official files and records of
the National Ofice are divided into two categories: Programapplicant and
borrower case (individual and association) files, and operational files.

(a) dassification of record material . The classification of record
material requires a thorough know edge of the functions of each m ssion
area Agency and of record usage in the transaction of Rural Devel oprent
busi ness. Enpl oyees of the CFU are responsi ble for classifying al
official record naterial by subject matter. To determne the file
classification, the classifier wll:

(1) Read the docunent for the subject matter. Underline the key
words or phrases to determne file code sel ection

(2) Select the subject file code fromthe National Ofice Records
Manual

(3) Enter in blue pencil the selected file code in the upper right
corner of the docunent. Even though a letter nmay pertain to nore
than one subject, only one file code will be used.

(b) Files managenent . Each record nust be checked before filing to
make certain that it belongs in the CFU and is ready for filing. To
avoid premature filing of material in the CFU, offices sending other
than routine-type records to be filed should enter "CFU - File" in the
upper right corner of the docunent. |If the file clerk is unable to
determne if a recordis to be filed, the CFU Team Leader shoul d be
shown the material in question. The CFU Team Leader shoul d contact the
sender of the nmaterial if he/she is unable to nake the necessary
determnation. Material to be filed will not be accunulated. Related
material, such as incomng letters, a copy of the reply, and/or any

ot her pertinent attachments, will be kept together by date of the reply.
If an official record attachnment is not furnished with the covering
letter, a notation will be made on the file copy of such letter stating
that the attachnent was not furnished to the CFU. Material not needed
(i.e., duplicates, envel opes, routing slips not containing record

i nformati on, paper clips, rubber bands, etc.) should be removed prior to
filing. The file clerks should arrange all material in al phabetica
order for applicant/borrower case files, or in nunerical order by

subj ect code for operational files prior to filing. Docunents will be
placed in the folder with the |atest dated material on top
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(c) Fol der maintenance standards . Wen a folder is charged out, al
papers will be fastened to the folder with prong fasteners. For ease in
handling and in reference, continuation folders may be used. Wen this
is done, the INTIAL folder is considered as the "1" of case
folders, the first continuation folder as the "2" of case
folders, and so forth, depending on the total nunber of folders. The

i nclusive dates of the material in the previous folder will be show on
the labels. To avoid folder deterioration, and to provide for nore
rapid filing and retrieval, at least 2 inches of filing space should be
left in each file drawer.

(1) (perational folders . Prescribed file codes and headi ngs |isted
in the Records Manual will be shown on the |abel of the folder.

Wien vol ume warrants, new folders will be established at the

begi nni ng of each fiscal year (FY) with the FY entered on the | abel

QG herwi se, divider sheets will be used to separate material within

an operational file folder by FY for ease in records usage and
disposition. Position type filing may al so be used to separate

speci fic docunents within a fol der.

(2) Applicant/borrower case folders

(i) Fle code "4A" will be used for all Single Famly Housi ng
case records. Commercially pre-labeled A through Z guide
folders will be used. Records on each applicant/borrower will
be kept together and filed al phabetically by surnane in each
folder. However, if volune warrants, a separate, right-tab
folder will be used. Separate folders, |abeled with the nane
of the applicant/borrower and the State will be placed directly
behi nd the applicable A through Z fol der

(ii) Fle code "4B" will be used for association

appl i cant/borrower case records on separate, right-tab fol ders
for each applicant/borrower. The type of |oan, name of the
associ ation, and the State will be shown on the fol der |abel
File in al phabetical sequence by name of the association
Prepare | abel s for each fol der, coded as foll ows:

(A 4B1-wW (This code will be used for al
Wt er and Waste Disposal |oan/grant cases.)

(B) 4B2-CF (This code will be used for
all Comunity Facility, and Community Recreation Facility
| oan cases, and Industrial Devel opnent grant cases.)
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§2033.108(c)(2)(ii) (Con.)

(© 4B4-MH (This code will be used for
all rental and cooperative housing, |abor housing | oans
to individual s and associ ati ons, technical assistance for
sel f hel p housing and rural housing site loans to

or gani zati ons.)

(D 4B5-B& (This code will be used for
all Business and Industrial |oan cases, and co-op | oans.)
(B) 4B6-IRP (This code will be used for
all Intermediary Rel endi ng Program and/or Rural

Devel opnent Loan Program borrowers.)

(iii) Wse the followi ng al phabetical filing guides in filing
"4A" and "4B' records:

(A) File names of individuals by surname first, first
name next, and mddl e name(s) or initial(s) last. A dual
surnanme such as Garcia-Valdez, will be filed by the first
surnane; some Spani sh dual surnanes are not hyphenat ed.

(B) Nanes beginning with prefixes, such as "M," "Q" or
"Van," are consi dered as one word and shoul d be filed
al phabetically as witten beginning with the first letter.

(© File names of associations as witten in their |egal
or official title. Each word in the title will be

consi dered separately in determning file sequence. For
exanpl e, "Munt View' wll cone before "Muntview'; "North
Vst HIlls" will come before "Northwest HIIls." A hyphen
bet ween two words will be disregarded and the two words
consi dered as one. Thus, "Pine-view' and "Pineview' are
consi dered the same. Wirds such as "the,” "for," or "and
wi Il not be considered in determning file sequence.

(D) File abbreviations as though witten in full.

(3) US Departnent of Agriculture (USDA) audits and

i nvestigations, and discrimnation conplaint folders . These folders
wi Il not contain any naterial concerning investigations of Rural

Devel opnent enpl oyees since these records are maintained by the

Fi nanci al Managerment Division. Ofice of the Inspector Ceneral

(OQ investigations, audits, and discrimnation conplaint files are
restricted "For Oficial Use Only" records and will be kept in | ock-
file cabinets. Only the Chief, GSB; Records Oficer; and CFU Team
Leader, and one other CFU enpl oyee will be authorized to file or

10
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retrieve material fromthese cabinets. These records are to be nade
avai |l able only to authorized Rural Devel opment users. File folders
for audits, investigations, and discrimnation conplaint cases wll
be segregated into National Ofice, Finance Ofice, and State Ofice
categories. Special audits pertaining to a |oan program or program
operation whi ch cannot be segregated by |location will be kept in one
al phabeti cal sequence by title of the special audit, and filed
preceding the audits and investigations for National, Finance, and
State Ofices. The following is an exanple of the arrangenent of
audit, investigation, and discrimnation conplaint file folders that
can be segregated by location

Al abama
2012-A Audits

2012- A1 Federal Bureau of Investigati on Reports

2012-B A Glnvestigations (by headquarters city) for office(s)
bei ng i nvestigated; (by nane) for individuals or associations being
investigated; (by title) for investigations concerning "unknown"
persons. Enter "P' after the file code on the |abel for enployees
bei ng i nvestigated. EXAMPLE: "2012 P - Smith, John A. (A abana)."

2012-B1 Discrimnation Conplaints (Including Investigations) (by
name of person or organization filing conplaint) for an organi zation
conpl aint, the nane of the organi zation official who signed the
complaint will also be shown on the label. Wen there are two or
nore conpl aints concerning the sane office, the file will be
established in the name of the county or office concerned and a
listing of the names of the conplainants will be maintained with the
file. Wen the conplaint is made by an enpl oyee, enter "P' after
the file code.

(d) Requests for files and records . To maintain an accurate record of
charged-out files, only CFU enpl oyees will renove files fromthe CFU

(1) Tel ephone requests . Tel ephone requests for files nay be nade
to CFU. Adequate information should be provided by the requester to
expedite locating the file. Personnel requesting records should
allow sufficient tinme to permt the file clerk to |ocate the
material and prepare for pickup. |If the record is needed

i mredi ately, the requester may arrange to pickup the file fromthe
CFU. If a requested file cannot be |l ocated, the file clerk nust
pronptly notify the requester and the CFU Team Leader

11
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(2) FormRD 2033-5, "Request for Future Delivery of File(s) and/or

Establishing a Follow up ." FormRD 2033-5 (original only) may be
used by personnel desiring the delivery of a file on a given date.
Sufficient descriptive information nmust be given to identify the
file requested. GCenerally, FormRD 2033-5 is attached by the
requester to the file copy of an outgoing letter. These fornms are
filed in the CFU in a suspense or tickler file by date of requested
delivery. At that time, the CGFUw Il attach the formto the file
requested and send it to the requester.

(e) Ooss reference and charge out

(1) FormRD 2033-1, "X-Reference Card ." This formwll be used to
indicate the exact filing location of a folder if its identification
has been changed or when the file logically could be filed in

anot her pl ace.

(2) FormRD 2033-2, "Qut-Card ."

(i) Wen afile folder is charged out of the CFU, Form

RD 2033-2 will replace the file, showi ng the nane of the
requester and date of charge out; this will be lined through
upon return of the file to the CGFU. The person to whomthe
file is last charged is responsible for the file. If an

i ndividual transfers a file to another office, that individua
wi Il be responsible for notifying the CFU of the transfer so
that Form RD 2033-2 nmay be changed accordingly. During the
tinme the file is charged out, the CFU will keep Form RD 2033-2
and any correspondence received during charge out in a "red"
tenporary folder, which is for CFU use only; and may not be
charged out to any requester. A newfile folder will not be
establ i shed during the absence of a file fromthe CFU

(ii) Al red folders will be reviewed by the CFU in July.

I ndi vidual s holding files 3 nmonths or more will be contacted by
the file clerk to see if they are still needed. If the file is
still needed and correspondence has accumul ated in the red
tenporary file folder, the holder of the permanent file folder
shoul d be requested to return the file to the CGFU in order for
t he accumul ated correspondence to be filed, after which it wll
be returned to the user. |If the file cannot be |ocated, the
file clerk will report this to the CFU Team Leader. Upon

conpl etion of the review of all red folders, the CFU Team
Leader will report to the Records Oficer, all files which
cannot be | ocat ed.

12
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§2033. 108(e) (Con.)

(f)

(3) FormRD 2033-3, "Correspondence Charge and Routing Slip ." Wien
material froma file is charged out, one copy of FormRD 2033-3 will

be stapled on top of the material renmoved and delivered to the
requester. The other copy will be placed in the file fol der

toidentify the material and the individual to whomthe naterial was
sent. The CFU will destroy the Form RD 2033-3 when the material is
returned. FormRD 2033-3 will not be used for controlled

cor r espondence.

(4) QOoss-reference copies . Wen a single letter contains nore
than one subject, additional cross-reference copies will be nade and
placed in the related subject folders. These copies will show the
file code of the official copy.

I ndex reference system. A white manifold carbon copy or a

duplicate of nost letters witten in the National Ofice is prepared for
the CFU to use as a cross-reference (001) in locating files. The CFU

Wl

indicate the file classification on the | ower portion of each copy,

and it will be filed in one of the foll ow ng categories, of which copies

Wl

(04- 09- 97)

be retained for 3 FYs and then destroyed:

(1) GCongressional (Letters addressed to Menbers of Congress--filed
al phabetically by name of Representative.)

(2) Individuals (Letters to individuals outside of Covernnent--
filed in date order in A through Z fol ders by nane of addressee.)

(3) State Directors (Letters to Rural Devel opment State O fices--
filed by State.)

(4) Finance Ofice, St. Louis (Letters to the Finance (fice.)

(5 Rural Devel opment Divisions (Letters to Rural Devel opnent
National Ofice Dvisions/Staffs offices--filed by D vision/Staff or
office.)

(6) Departrmental (Letters to USDA offices, other than Rural
Devel opnent . )

(7) CGovernment (Letters to Governnment agencies, other than USDA )
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§2033.109 Processing i ncomng nail

Incomng mail will be processed as follows, but not necessarily in the
order listed. Priority correspondence (paragraph (c)(1) of this section) will
be given precedence over other correspondence and handl ed as quickly as
possi bl e because there is a tine limt within which a reply nust be made.

(a) dassification. Al incomng nail, except nmail addressed to

i ndi vi dual enpl oyees, will be classified as prescribed in 8§2033. 108(a)
of this Instruction. The file classification code will be entered in
bl ue pencil in the upper right corner of the mail.

(b) Previous correspondence (PC) search . A search for PCwill be nade:

(1) For each inconming letter which indicates there nay have been
prior witten correspondence, or

(2) If the file clerk determnes the rel ated subject or
applicant/borrower file may be hel pful to the individual preparing
the reply. The PCwll be attached to the incomng letter for
delivery to the office responsible for preparing the reply. Each
letter will be stanped "PC' in the upper right corner (and the

i nformati on concerning the PCwll be entered).

(c) Routing. The initials of the office to which the correspondence

will be routed will be entered in blue pencil in the upper left corner,
except mail directed to the Admnistrator or his/her staff. For this
mail, enter "AD' and the nane of the individual to whomit wll be sent.

Mail will be routed as foll ows:

(1) Priority correspondence wll be routed to the Executive
Secretariat Staff (ESS). Priority correspondence consists of all
letters addressed to Rural Devel opnment from Menmbers of Congress.

(2) Correspondence from Rural Devel opnent offices will be routed to
the office responsible for preparing the reply. However, when an
incomng letter is addressed to the attention of a certain

i ndi vidual or office, the letter should be routed to the individual

or office nentioned.

(3) Correspondence fromthe general public wll be routed to ESS
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8§2033.110 Daily reading file (Admnistrator's circulating file)

To keep the Adm nistrator and his/her staff informed of transactions
handl ed t hrough witten comruni cations, a copy of each letter witten in the
National Office (except letters of a confidential nature) is prepared for the
daily reading file. Copies of letters dispatched each day will be placed in a
file folder (reading file) by the CFU for delivery the next workday to the
Adm ni strator and his/her staff. The "Daily Reading File" routing sheet,
showi ng the date of the correspondence, will be stapled to the cover of the
file and circulated to the individuals listed. Wen the daily reading file is
returned to the CFU after circulation, and the routing sheet indicates that it
has cl eared each office listed, the copies will be destroyed.

8§2033.111 Records schedul es, disposition, and transfer to FRC

The Records D sposal Act of 1950 requires that "no records of the United
States Government shall be alienated or destroyed except in accordance with
provi sions of the Act."

(a) Records schedules . The GSB will devel op and coordi nate the
cl earance of all Rural Devel opnent records di sposal authorities and
schedules with RD and, if necessary, the General Accounting Ofice
(GAO. Standard Form (SF)-115, "Request for Records D sposition
Authority,” will be used for this purpose.

(1) Records that show a GRS nunber in the "authority" colum of the
Records Manual are common to all Federal agencies. After the
specified period of time shown in the "retention period" col ums,
such records will not have any further adm nistrative, |egal,

fiscal, research, or other value to warrant their further

preservati on.

(2) Records that do not show a GRS nunber in the "authority" colum
of the Records Manual pertain only to Rural Devel opment. The
retention period for these records is based prinmarily upon the need
of the user.

(3) Records listed as "permanent™ in the "archives" colum of the
Records Manual have potential historical and research val ue, and
will be offered to the NARA after the end of the schedul ed retention
period. The Archivist will determ ne whether these records will be
retained in the NARA or destroyed.
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§2033. 111 (Con.)

(b) Transfer of records to the FRC . Records to be transferred to the
FRC for further retention and di sposal, or to be archived, are indicated
in the Records Manual. The criteria for transferring records to the FRC
is based on: infrequent reference by users, retention periods, and
availability of filing equi pnent and space in the CFU. However, records
will not be transferred to FRC unless they are to be retained there for
at least 3 years and each transfer includes at |east 6 cubic feet of
records.

(1) SF-135, "Records Transmttal and Receipt ." An SF-135 and, if
needed, SF-135A, "Records Transnittal and Receipt, Continuation,"”
will be prepared as shown on the reverse of SF-135 when records are
to be transferred to the FRC. The contents of each box nust be
sufficiently described on SF-135 to identify and expedite retrieving
records in a given box. The original and two copies of SF-135 nust
arrive at the FRC at | east 2 weeks (10 workdays) before the desired
date of shipnent of the records. Wen the transfer is approved, the
FRC will return two copies of SF-135. (One copy will be placed in
the first carton of the shipment. The second copy wll be retained
by GSB to serve as an inventory of Rural Devel opnent records in the
FRC and as a source of information if the retrieval of specified
records i s requested.

(2) Records shipnent boxes . Use only boxes obtained fromthe
Federal Supply Service (National Stock Nunber 8115-00-117-8249). As
t he boxes are packed, nunber themin sequence beginning with the
nunber "1" for each accessi on nunber assigned to the shipnent.

Bef ore shi prment, mark (using black felt narking pen) the front of
each box with:

(i) The accession nunber (shown on SF-135) in the upper |eft
corner; and

(ii) The box nunber (e.g., 1/25, 2/25, 3/25, etc.) in the
upper right corner.

(3) Form National Archives (NA) 13001, "Notice of Intent to Destroy

Records." Before destroying records that have been transferred, the
FRC will notify the GSB by Form NA 13001. Higible records will be
destroyed 90 days fromthe date of notice unless Rural Devel opnent
does not concur. |If approval is wthheld, Form NA 13001 will be
returned to the FRCwith a justification for continued retention
(including a proposed new di sposal date) entered on the reverse of
the formand signed by the Records Oficer. Wen disposal is
approved, annotate the related SF-135 by draw ng |ines through the
box nunbers and the description of the records to be destroyed, and
entering "Form NA 13001" and the notice date opposite the records to

16



RD I nstruction 2033-C
§2033. 111(b) (3) (Con.)

be destroyed. File Form NA 13001 under file code 2033-C, “Federal
Records Center accessions excluding Finance Ofice” with related

SF-135.

(4) Retrieval of transferred records . Transferred records may be
retrieved fromthe FRC by subnmitting Qptional Form 11, "Reference
Request - Federal Records Centers." Requests for such records will

be made through the GSB. To readily identify a file retrieved from
the FRC, the CFUwill staple to such file FormRD 2033-2 to indicate
the FRC box fromwhich the file was renoved and the date forwarded
to the requester.

(c) Storage of inactive records in the CFU . Records that are no | onger
needed i n the day-to-day operations of the Division/Staff offices nay be
sent to the CFU. Ofices requesting inactive storage of these records
MUST contact the Records Oficer for specific guidance.

§2033.112 Annual files review and di sposition

No | ater than Septenber 30 of each year, the CFUw || conplete a review
of the official records maintained in CFU. Material eligible for destruction
will be extracted, measured for reporting purposes, and destroyed. O ficial
records naintained by Divisions/Staffs will be disposed of in the same
process. Records containing confidential information, such as "For O ficial
Use Only" personnel records, and other records (as determned by the Records
Oficer) will be nutilated beyond reconstruction. The CFU Team Leader is

responsi ble for maintaining a record of naterial destroyed by the CFU during
each FY. Division/Staff offices are responsible for maintaining a record of
materi al destroyed by each office. A copy of this record should be forwarded
to the Records Oficer at the end of the FY. Under supervision of the Records
Oficer, areviewof official records naintained in offices other than CFU

wi Il be conpleted annually.

§2033.113 Authority for disposition of National Ofice records

NARA has granted Rural Devel opnent authority to retain its official
records according to the schedule found in the National Ofice Records Manual
(NARA Job Nos. NC96-75-1, NC96-78-1, NCl1-96-75-1, NC1-96-76-2, NCl1-96-77-1,
NC1-96-78-1 and N1-96-92-1). No official records may be destroyed outside of
this schedul e without first seeking approval from NARA and GAO
§82033. 114 - 2033.150 [ Reserved]

o
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